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c PREFACE

L

This 1975 Maryland Handbook on the Accountability Assessment Program
replaces the 1974 edition. All copies of the 1974 Handbook should be
collected and stored or disposed of to eliminate confusion i

In the continuing operation of the Accountability Assegsment Program,
this 1975 Handbook is to be used. As new assessment techniques are .
approvéd and made part of the Accountabilitlk Assessment Component, .
special instructions will be published as supplements to the 1975
« Handbook. .

As you know, this Handbook is* intended to assure the required
uniformity in test administration procedures, security of test materials,
and other matters with the aim of establishing an accountability assess-
ment system which is fair to students, staff, schools, and school systems.

The Handbook was developed for the Maryland State Department of
Education on a contractual basis by Research Triangle Institute (RTI) of
North Carolina. RTI worked closely with a review panel of State and
local testing program administration and accountability coordinators:

Robert J. Eckért Director of Instructional Services’
Kent County Public Schools
Albert W, Fowble, Coordinator, Testing Program
, . Anne Arundel County Public Schools
~ Donald Hastings, 'Assistant Superintendent of Instruction o »
' Worcester County Public Schools
John J. Huld, Director of Professional Services
S o Washington County Public Schools
: Roberta Keiter, Assistant Director of Test Administration
Montgomery County Public Schools ,
, Herman Lowenthal, Division of Program and Pupil Appraisal
v Baltimore City Public Schoels
John H. McCauley, Supervisor of Testing
. ‘Baltimore County Public Schools
. ' 0. Allen Myers, Testing Assistart
Prince George's County Public Schools
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; Ruth Reid Supervisor of Instruction : - ' L ' :
. Calvert County Public -Schooll o '
o Mohammad A. A, Shami, Consultant in Regearch - )
' Maryland State Department of Education '
The contributions made by, these g_roﬁps'are sincerely a‘p,preciated. .
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~ ® .~ Chapter 1 . .

fhtroduction to the ﬁaryland Ac¢ountability Assessment Pngram

n\‘

A

. A. . Purpose T Y » ot
The purpose of this chapter is to &escribe the background and
rationale for the Maryland Accountability’Assessment Program (MAAP)
*and to orient the users of this Handbook to the primary éoals-which
MAAP is designed to achieve. "The fundamental importance of MAAP to
the State's overall responsibility for educational accountabil{ty
should be clear to the user after reading this chapter. The legal
and administrative mandates and proceaures described in this chapter
form the basis for assigning the specific respOns;bilities in MAAP
which each system coordinator, each school coordinator, and each
participating teacher must assume.and discharge, ,<
~ This Handbqqk‘was developed to help insure that MAAP responsi-
bilities at all levels are understood clearly and carried out effec—
tively. Chapter 1 explains the Maryland Accountability Assessment
?rogramvand what it means to you. The information in this chapter is
.divided into the following sections (1) thevlaw; (2) definition of
. the Maryland Aecountability Program; (3) role of the State
“Boarg'of Edugcation; (4) the role of the State Advisory Committee on
Aceountability;'(S}-accountability assessment instrumentsi}(6) State-
plan for implementation of the Educational Accountability Act;
(7 standardizatiOn procedures, (8) criteria for determining the test
level for nongraded pupils, (W test administration precautions, _
. (10) levels of responsibility in the-Accountability Assessment Program;
and (11) Maryland's future in accountability.

- -
. -

» - a2

B. TheslLax K '

. ° .. . At this'writing, some thirty states have enacted accountability

- o
~

legislation. Virtually all of the remaining states have drafted plans
for accountability legislation or have initiated procedures at the

state level which will preclude the need for legislative mandates.
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* Bﬂfing the 1972 session of the Maryland General’ Assembly, Article 77,
Section 28&, of the Annotated Code of the Laws of Maryland was passed.
The law has come~to be commonly called the "Educational Accountability
Act."” i _

The overall purpose of the act ist of course, to provide for the
establishment of a program of statewide educational accountaﬂility. This
program should assure that educational programs lead to the attainment of

- established educational objectives, provide information for ‘accurate
' analysis sg'costs of instructional programs, and provide information for

"an analysis of the differential effectiveness of instructional programs.'

The Maryland Educational Accountabilify Act imposes several require-
ments in its implementation of statewide,accountetility. - These 1include
the establishment of goals and objectives in, but not limited to, reading,

} writing, and aathematics at all levels--state, school system, and indi-

.—«/% vidual school. The goals and.dbjectives at the system level need to

) be in conformity with those established at the state levels, and those

- ‘ established by/iﬂdﬂﬁidual schools need to be in keeping with those of

* the local system and of the state. .

. Also required by the act is a school-by-school survey of the current -
status of*wtudent achievement in relation to established objectives, the
debelopment of programs by each school for meeting its own needs, and
the establishment of evaluation procedures for determining the effective-

‘ness of these programs. Regular re-evaluation of programs, goals, and

objectives is likewise a stipuldticn of the act. ' T

The Maryland Educational Accountability Act aiso'requires that,
beginning in January 1975, a yearly renort be submitted by the State

Suﬁerintendent of Schools, to the Governor, and'to the state legisla-

» ture, This report must include, ‘but not neeeesarily be 1imited to, the
‘progress made by the, Maryland State Department of Education, by the
1ocal systems, and by each individual schoel toward the achievement of
their respective goals and objectives. This report should also include
recommendations for 1egis1ation deemed necessary to imprQVe the quality

.- | of education in Maryland.
11
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C. Definition of the Maryland Accountability Program

Simply stated, the Maryland State Department of Education (MSDE)
views educational accountability as an attempt to explain the résults
achieved by public school programs. Its purpose 15 to promote an under-
standing of the relationship between thenqﬁality of education and avail-
able reaources and, on the basis of that understanding, to make educational
improvements.

More specifically, Maryland's Accountability Program
can be said to have six basic characteristics. First is its positive
emphasis. It should determine which programs are effectivé and which
are not. Elimination or modification of the ineffective proérams and
wider dissemination and usage of the effective Ones will lead to general
improvement of educational programs and opportunit&es for students.

Secondly, the accountability program 1is cohéidered to be more than
a testing program. A testing fgogram can logically be a part of an .
accountability program, but it is by no ‘means the whole program. It -
is important that test results be interpreted in terms of locai.objectives
more than in.terms of national norms.

‘ Gradual and deliberate movement into an accountability system is the
third characteristic of the program. Rather than attempting to develop
a complete and exemplary program quickly, Maryland's goal 1s to progress
carefully from the basic eiementa ifito a complete programs.

The fourth characteristic is of special interesi;?o\acachers It is
not designed to eliminate teacher tenure. It 1s program-O%iented and not
focused toward evaluation or weeding out ineffective teachers. There is,
in fact, much legal precedent for the invalidity of firing teachers on
the basis of student achievement scores. )

Next A the reciprocal nature of accountability, that is, an
accountinéfix demanded by all persomnel, not just by teachers. All
teachers can/certainly achieue most effectively when supplied with
adequate and appropriate resources, pleasant working conditions, and
effective and supportive school administrators Accountability for
providing teachers with these resources and supporting aervices and

conditions falls upon the people at all levels outside the classroom.
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Lastly, the accountability program is concenned with progress in the -

,affective and psychomotor, as well as the cognitive areas. Development

of self-esteem and concern for others is an- 1§portant goal in the eyes

of the general public. ‘Though it is at present difficultgto assess

[t

behavior in the affactive domaln workable me thods of obs fV1ng and

«'measuring -.these behaviors will eventually be formulated and'will bet
incorporated in the program, as will, assessment in the psychomotor
area. - _.‘ ot . - B

- . . . S

<

> D. Role of the. State Board of Education

. - "In: response to~the accountability 1egislation enacted by the
Maryland State Legislature and in accord with the six characteristics

A formulated for.the ¢
Board of Educat

» should concentrate ’n the basic learn1ng,skills of reading, wr1ting, and ;

?k;\\ h' mathematics. Following -the specification of- desired educational goals .

dhxr-‘uf,""'

s in each of these three areas, an accountability system should measure
ﬁ‘student achievemenit relative to each goal and then’ prepare an analysis _
g of the achieVement results related” to other variables, such as student.
- intelligence and socioeconoﬂﬂt»status. - . o
In order for these tasks to be accomplished the State‘Board of
o Education appointed‘a»State Advisory Committeeaon Accountabﬂgity, drawing
- its members*from a broad cross-section of - the State s population. It
also. designatedathe chairman of this committee. . A member of the Maryland:

v State Department of E&ﬁeation was- desionated as full-time executive -

l se etary to the committee in order to/make available, as detailed
accountahility procedures were developed, technical services frofn the

State Department of Education to the committee and to the local school

systems.

|

x

. The Advisory Commi ttee was directed to report to the State Super-
intendent of Schools, and he, in turn, was to report his recommendations
to CEF State Board of Education. The responsibilities of theAAdvisory
Committee included the recommendation of appropriate go#l statements for

each. of the three ‘basic learning skill areas. @I&o, the commlttee prepared

.'S‘:.' d .;- .; i-f..lk o I.E}H.i




. B A .
s guidellnes designed to assist local ‘school systems in oollecting pupil
ach1evement ‘data in the three skill areas.. These guidelines constitute
the ‘content of the remaining chapters of this Handbook Technical

assistance was made avallable from the executive secretary and otherg

-MSDE staff as needed to implement these guidelines.

3 . - \ ¥

© . E. Role of the State Advisory Committee on Accountability
) - ” . .
In June of 1973, the State Advisory Committee recommended to the

@ -

State Board of Education certain statewide-instructional_goals. 'Also'.
included in theirvstatement to the Board were the recommendations that
"the accountability program'use locally based assessment which'focuses'
"Lon the degree to which a school is successful in meeting its own goals:.ﬂ'
that a statewide testing and reporting program be developed by MSDE to '
Y measure the attainment of statew1de goals, and that the Iowa Tests of

-

- Bas1c Skills be used as a part of the’ initial statewide testing program.

F. Accountability Assessment Instruments
The Local Coordinators, the Advisory Committee,: and the State Board

of Education agreed that all sys tems would administer the Vocabulary,

Reading Comprehension, Spelling,lCapitalization, Punctuation, Language *

Usage, Math Concepts, and Math Problem‘Solving subtests from the Iowa

Tests of Basic Skills (1971 edition, Form 5) and the Non-Verbal Battery
- of the Cognitive Abilities Test (1971 edition,. Form 1), two tests
_ developed and published by the same company and normed on the same‘population..
j{{ . _ Only seven Maryland,school systems were not using tne Iowa-Tests,of Basic
- Skills (ITBS) at the time fhe instruments were selected.

A major reason for selecting the ITBS is that this test is favorably

reviewed in Buros' Mental Measurement Yearbook and is highly rated with

. . regard to content coverage and statistlcal,characteristics by UCLA's
Center for the Study of Evaluation Also important is the ;fact that
e . the ITBS:can provide criterion-refe{:nced, as well as norm—referenced

information for instructional program analyses.

dp | 14 "
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G. State Plan for Implementation of Accountability Act . . -
The plan for.implementing the State s accountability program included‘

W.zfzba schedule of deadlines for completing the several phases of establishing
qgoals and obJectives. The first deadline was August\l, 1973, by which
‘ time the Maryland State Board of Education would have adopted and dis—»

semlnated the broad statewide. goals in reading, writing, and mathematics.

'“i_Other scheduled deadlines were December- 1, 1973, for developing and

disseminating a catalogue of goals and obJectives (by the Maryland State
Department of Education) and June 1, 1974 for the establishment and

: submission of school system goals to the State Coordinator of Account—

ability for review by the apprOpriate State Goals Committee. _ -
The State implementation plan further specified that by September 1,

1974, %chool system goals would be reviewed and that by April 1 1975

each school would have established its own objectives, consistent with-,

its unique needs and in keeping with the school system goals. Finally,

. September 1, 1975, was designated as-the deadline for school systems to

‘evaluate ‘the objectives submitted by .individual schools and to submit
a narrative report to the Maryland State Department of Education on
the establishment of SChool objectives. ' ]

The State's implementation plan required: ‘the establishment of a

:comprehensive and uniform statewide testing program. The plan also

.called for the establishment of procedures for collecting dataon student, ”h
home, community, and school characteristics. Finally, the implementation -

plan.required the establishment of procedures By which school systems A
would report test results apd information on other variables to the Maryland

State Department: of Education.
The State plan for implementation of the Accountability Act specified

-'”iﬁhat the ITBS and CAT would be given to all pupils. in grades 3, 5, 7

and- 9, starting in the spring of 1974, Mbre specifically,ﬁﬁhe plan

:"designated the dates March 1 to 31 for ITBS and CAT testing in ‘grades 7
~ and éxand the period f%om April 15 to May 15 for ITBS .and CAT testing

in grades 3 and,5 .+ To insure thatvthese tests -were givenfunder ufriform

"conditions,ahd that results were reported systematically and consistently,




',expllcit descrlptions of responsibillties at the different levels were -
developed * These descr1ptions and related accountahility procedures : .
appear in Chapters 2 through 5 of this ‘Handbook. o
V- ‘A major-assumption underlylng Maryland' s accountability legislation >
is that the analys1s and 1nterpretation.of relevant test data and other
-information should lead to meaningful changes and modifitations in instruc~
tional programs. However, 1t is not sufficlent td just assume that the
school’'s 1nstructlona1 programs will become more effective and efficient
because the State has an assessment program. n.keeping with the
Accountability Act, evaluation programs must he developed to determine -
the effect that modifications of the instructional ‘prograns have upon A

goal attainment. The MSDE is encouraged to assist 16cal school systems

. and schools in this evaluatlon task by sponsoring pilOt evaluation ;

proJects in selected school systems. , :

Adequate evaluation of instructional programs requires the use of
more than just nornrreferenced tests. Cr1terion—referénCed tests and
_other assessment techniques must ‘be* deveioped and adaptéd for use ih
Maryland's 'public schools. The’ State's accountability program must
be extended to subject matter areas other than reading, writing, aﬁd
math and to @omains other than the cognitive one. There is also a
need to develop effective procedures for gstablishing the cost of various

"instructional programs.

H. Standardization Procedures
| Uniform guidelines in test administration have been prepared and

) must be carefilly observed across the State by all school systems. This
Handbook is intended to assure the- required wmiformity in test adminis-
tration procedures,‘security of test materials, confidentiality'of indivi-
dual student test scores,: and other matters with the aim of establishing
and continuing an accountability,assessment system that is fair to each
student, teacher, school, and school system. Adherence to standard .

i procedures will enable us to carry out our ‘respective responsibilities

in a highly professional and ethical fashion. It is of extreme importance




n”to keep Maryland's accountability program free of irregular act.vities
broughi about by misunderstanding or naivete. In line with' the amportance
] of sta dard, procedures for all MAAP testing, there are three areas of

‘ concefh which pertain to children wi th special needs and the Accountability
Assessment Program.-’ : . Y o oo T
¥ ;J %.‘/ Validigz T L S ©o Lo | .
‘,;  The norming sample for - the irstruments to be used in- ‘the testlng S L #]

P program did not: include children with some of the exceptionalities
or handicapping cond1tions foundf' 1the Maryland School population

‘and, therefore would not bm ": them., However, a. valid ‘ g
' ‘assessment of Maryland s educational:situation should 1nclude some - -

“special students as part of ‘the total educational need.

-~
O~
.

) ,_2. Comparability : N T ﬂﬁ' T X‘ . ‘
» - A1l school systems with special students should use comparable
criteria for excluding students from the assessment program If T ':5~ﬁﬁg" .
Varying definitions of "special" were used, the comparability of - : By ;
.- the assessment results would be questionsble, ° L "iv ik -

v

3,7 Humanitarian Congerns . '
Fteis undesirable to test a child for whom the examination T

o 'process is seriously distressing or, on the other hand to exclude;*
"L and thereby possibly to humiliate, a child who would not suffer
from: the testing experience o . &: '
‘Given the above. concerns, the following criteria are to be used
as the.basis for excluding pupils with special needs from the assessment \
program. ‘ : . : ) : ' R
1) It is. undesirable to test students with English as a foreign :
lahguage who. cannot function in a regular classroom, and B «”i
o who require special assistance because of language difficulty. s
2) " The following categories of handicapped children who are. included .
| in-the third quarterly report of the;Special Services Information, S L .‘@
.System (SSIS)‘will be- considered as handicapped for testing and » S

, : will be excluded from the Accountability Assessment Program. ' RPN kf




a).  Mentally retarded (trainable and educable).

h) Deaf- (profound disability--91 db plus).

: c) Blind and partially sighted. ‘
d) Physically handicapped who cannot manipulate a pencil
e) Multiple handicapped. o LT e

v 7 LY » L.
o : £f) Emotionally disturbed who are enrolled An a public school
a ' > ( ‘r
: excess cost program. ' B i

%

TN

2 -

All other handicapped children reported in the third quarterly report
of the SSIS will be tested and their scores will be reported. i
3) Children not included in the SSIS third quarterly report, but
| for whom the school principal feels the testing would be severely
harmful may also be excluded f£rom the testing.e For such children,

the principal must present a’ written reqpest stating the reason

for exclusion to the local system Accountability Coordinator, for.

«approval prior to the testing. A copy of the approved exclusion

N . . ) . -

P

Each local school system will report to MSDE the numbers of

must be forwarded to MSDE lj\

-

children who have been excluded from the’ Accountability Assessment
- ,.‘ . . Progr%m. ‘ R v ) . _‘. . B

“ S £
I. Criteria for Determining Test Level for Nongraded Pupils for
Spring 1975 :

. vNongraded pupils who are "officlially designated within the Central

" Office to a grade level will receive the test level for that gradeq
Where the Master Files for a school system carry the pupil only as. NG
(nongraded) , the following will apply: ‘

1) Level 9: pupils born in 1966 and-in the third year of
school excluding kindergarten. : . o
’ | 2) Level 11: pupils born in 1964 and in the fifth year of
_i school .excluding kindergarten. ' -
3 Level 13: pupils bom in fﬁﬁZ and in the seventh year of
school excluding kindergarten. .o, , : "

. . . : "#};" B - 3
; e
1/ Send to: Dr Richard K. Mckay, Asgistant State Superintendent,
Divisiongof Research, Evaluation and Information Systems, Maryland ‘ _ f

State artment of Education..

¢
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'4)d Level 14: pupils born in 1960 and in.the ninth year of R

school excluding kindergarten. _ : . .

,

J. Test Administration Precautions

ITBS test items should be used eiclusively for accountability testihg” o

activities and absolutelf no items from any form or edition of the test -

should be used as a part of - the instructional program. Also, it has been t
'>decided that only the: specified\editIons of the ITBS (1971, Form 5) and the

CAT (1971, Non-Verbal Battery) are to be used in accountability assess-
meRt testing and on the dates specified in Section G. Furthermore,, these. x .
anS\all other editions of both tests are not to be used in any other

‘testing program in the schools, and no items from either test should be .
used in teacher-staff Workshops, since knowledge of the items. could

unconsciously influence instruction. : L

Additional test administration precautions relative to assigning

test levels and conducting testing sesslons are presented below. _ ' -

1. Specified Test Levels

A single level of the tests will be administered in each grade

'

-as follous ;
a) Grade 3 will receive Level 9 of the ITBS and Leve} A
. " of the CAT. ) . |
Y« b) Grade 5 will receive Level 11 of the ITBS and Level C
"+, of the CAT. |
"c)  Grade 7 will receive Level 13 of the ITBS and Level E
! of the CAT. ‘ , ‘
d) Grade 9 will receive Level 14 of the ITBS and Level F
of the CAT. ' - ‘

R} .- \

jfs 2. thdhcting Testing Sessions p
- ' In order to provide for accurate test timing and ilso to provide'
for a minimum amount of disruption to a school's class period ' o
scheduling, individual subtests may be scheduled so as ‘to fit
. - as nearly as possﬁﬁle-a regnlar class period time. For example;v. L S
. the four (4) subtests of the Language.Iotal do not need to be .'
‘given at one setting but may be spread out over one to four sessions

Exception: The Reading Comprehension test usually exceeds a

regular class session. However, this test must be given in one testing

o ~ 13
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session. In adninistering the Reading éomprehensionrtest, it is.

recommended that all grades allow a\brief'stand~up period for all

pupils at the end of 30‘minutes testing time. Each administrator
~ must make sure that the total testiqg time is exactly 55 minutes

exclusive of the break. : . S .
. [

- k,. Responsibility for Carrying Out the Accountability Assessment
) _Program at the State, Local System, School Building, and Classroom
. Levels : I o !

To carry out MAAP, responsibility rests with all levels of the pro-
fessional education community. It is necessary that teachers, supervisors,
and adninistraﬁﬁﬁfbe cognizant of the responsibilities at each level so
that expectations are cledr to'all participating personnel.

ReSponsibilities at> the State level include overall planning and
coordinating of MAAP; providihg support and assistance to,school gsystems »
.in carrying out the staté&}de assessment} statewide collection, analysis, ..
and reporting of assessment'data; providing-the legislature with a report
based upon MAAP results} implementing accountability;legislation; developing

a structure for receipt, storage, and security of MAAP data; and providing

o

school systems with criteria for identifying pupils to be excluded from
The responsibilities assigned at* the school system level are discussed

3

in Chapter 3 of the Handbook; Chapter 4 outlines the responsibilities at
the school building level; and Chapter 5 spells out the- responsibilities
at the classroom level. d ’

~

L. vMaryland's‘Future in Accountability

It is appropriatevto ask, at this writing: What is required of us
for the future program of accountability in the State? {@ﬁat needs to be
-t . . achieved beyond the firat accountability report to the Governor and the
- Legislature? ‘ ' ‘
The process of accduntability can be said to exist in Maryland'
fpublic schools when the following conditions ‘have been met: (l) the State
-goals of education reflect, the educational needs and interests of the

. . population, (2) current student status, recent progress, and needed

0 &
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improvement in each goal area are matters of public record and specific
objectives for improving the current status have been adopted: (3) process
evaluation of exceptional programs have been instituted (4) programs ‘
to achieve specific objectives have been implemented° and finally, (5) the
cost of programs, i.e., the cost of achieving goals and obJectives, is a
matter of public record. ) . o s
It ig necessary, therefore té plan a course of action in keeping
"with these conditions that could Be cooperitively déveloped with the
Local Coordinators for Accountability and the State Advisory Committeé

Fu
(4

-

for Accountability. Such an implementation plan should include a
_rationale for accountability and an assignment of functions ‘to key . )
levels of the public education system in Maryland to assure that - S //
appropriate data are collected and disseminated to those political i
jurisdictions expected to act upon that information.’ . o
The rationale for accountability and assignmént of functions should
maintain, and not alter, the _model system of public education established
"in Maryland in past years. For many years, Maryland has enjoyed . a’healthy
- balance of State and local responsibility for education. Local initiative,
along with good financial equalization aid, has been fruitful for public°‘
education dn Maryland. This balance between State and local responsibility
should not be destroyed but rather recognized and fostered in the inter- -
pretation of the accountability Yegislagrion. '1_ | ' -
State responsibility will need‘to focus on objectives implied
in the State law, and local schiool systems should be encouragcd to -
. establish objectives and evaluatfon procedures patterned‘to local needs
and localiperceptions of public education. The first half of 1974 was
partially devoted to involving the requisite constituencies in the drafting
of a five-year plan based on this described philosophy.

Ke
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. Chapter 2

Orientation to Testing

-

n .
e A. General .

This chapter provides a general introduetion to four important
o | congiderations for the test administration phase of the Maryland .
' Accountabilitv Assessment Program (MAAP): (1) preparation for testing;
(2) conditions for test administration; (3) potential pitfalls; and
(4) sehool system; building, and c¢lassroom level MAAP responsibilities.
. Each of thesge tonsiderations” is treated in separate sections below.
o . . ) » ) N\
B. Preparation for Testing

8

1. = Teacher Preparation

" The -qualifications, t&aining, orientation, and preparation
of the person administering the tests are all very,important. of
. equal importance is the test administrator's.sense of responsibility

for assuring . the reliability of MAAP test vesulta. AdVance planning,
<. training, and orientatiom are principal responsibilities of School
System_and.School Building MAAP Coordinators.. No amount of assistance
from School System and School Building Coordinators in orientation,’
materials distribution, and supervision, however, .can replsceithe
preparations the teacher (tester) must maka.

PrOper preparation for testing on the patt of the teacher
requires active participation in a MAAP orientation sesgion and a
MAAP training session. The purposs of the MAAP opdentation session

. 18 to become familiar with MAAP policiea and procedures. Chapter 1
of this Handbook provides introductory information about MAAP and
should be read prior to the orientatiOn_aelcion. N
. The purpose of the MAAP training session is to cover test
L ,administration and related testing procedures, Chapters 2 through 5
_— L of- the MAAP Handbook will serve as the primary resource for the; '

training session. All personnel associated with the assessment
- - i ‘
. program should read these chapters and should be thoroughly® familiar

1] |
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-Yith the specific chapter that discusses the responsibilities for
- ! :

o

which they are accountable.
2. Student Preparation

In a real sense, tne-teacher, by‘being well—prepared, confident,
and comfortable in the testing'situation can, by_ekample, do much
. to prepare students psychologically for testing. :Students may not
respond to lengthy lectureéfog the importance of testing, but they
should be reassured that these tests provide intormation so teachers
can help them learn better. _All pupils have the right to know why
they are taking the tedts and what uses~will be made of the results.
Your School MAAP Coordirdator will provide for practice testing
with all third grade pupils. Practice testing will be very helpful
in reducing responding errors, minimizing anxlety, and in promoting

. appropriate and inforfied test-taking behavior. Practice testing

18 to be conducted for all third gradee at_least £ive days prior to

MAAP“Testing. In no case are the practice tests to contain items .
found in any edition or form of the ITBS or CAT. Neither should practice
‘test items closely tesemble any itema found in any form or edition
- of the ITBS ox CAT. ,
The teacher should achedule a brief session a day or two prior

-to MAAP testing during which the nature and purposes of the testing
can be presented and discussed. Even though all third grades will
have had a practice test, this session should also be conducted for

”

then, For example, -the teacher might say:

v .

‘"Thege tests show how much you know about reading, spelling, -
*vocabulary, math problems, and numbers." ..

"These tests will also tell you something about how you and
your classmates compare with other pupila of the sams age in
these akilla."

L]

"These tests help me (the taachar) and the other teachers to -
~ know how to help you imprové and which skills you may need
.help 4in improving." ’

_These, or similar statements of purpose, should also precede

2L the practide testing session for third graders.

for28
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Cc. Conditions for Test Administration
Administering the tests under standardized conditions is crucial

~to the ultimate success of MAAP, If proper testing conditlions are not

provided.in each'clessroom across. the State, student scores may be con-
taminated by factors which are totall; unrelated to their actual achieve—‘
ment. This is why the Handbook and test menuals set forth scch specific
and detailed directiors and.instructions. In.order that pupils have the
opportunity to perfofm at.their maximum potentia1' teachers nust adhere
strictlv to standard test administration conditions} all subtests must

be timed exactlv, all directions and instructions must be clear and concisej .
undue noise, confusion, and movement must be eliminated during testing.

Be sure to note precautions' to be taken in open space classrooms to ensute
proper conditions for testing. This is discussed in the section entitled
"Potential Pitfalls," which follows.

»

-

D. Potential Pitfalls :
Although proper orientation and preparation will significantly

reduce the dangér presented by thé potential pitfalls described here,
School Building and School System MAAP Coordinators and.teachers must
be alert tol the damage these problems can do to their test reeulta.
1. Cheating _ |
Talking about cheating‘with the pupils is less likely to be .
effective than doing something to preﬁent its occurrence. Proper
seating arrangements (without completely rearfanging the classroom)'
and good supervisien by the test administrator are probably the
most effective deterrents to cheating., )

A

2, Inaccurate Timing

Accuracy in timing is crucial to maintaining standard testing
conditions.. This potential problem may be most easily and simply
dealt with by'having‘the'teacher write down the exact time.(to the
second) as soon as-he/she says "Begin.' Next, the teacher should
add to that time the number of minutes allowed for the subtest being
giver and record the time that will be sliown on the clock or watch
wvhen the subtest is tc end. Form P-2, found at the end of Chapter 5,

<
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" A
may be used to record these times for ITBS testing. Do not write
these times on the chalkboard. Some pupils will be made more anxious

by being able to see the time written on the ch;lkboard. Regardless
of how tempting it may be, no group nor any pupil is to receive
more or less time than that specified in the test directions.

3. Administering Tests at Inappropriate Times

Beginning and stopping times shbnld-be'scheduled 80 teeting : .
will not continue into a period of time inappropriate for testing,
such as the lunch period, recess, and the like. Trying to "squeeze
just one more subtest in before lunch" is very tempting~-don t fall
for it! ,
4., Confusion org;naceurate,Directions'

If students do not clearly understand what they are suppoeed
to do, their test data may be‘invalid and may lead to‘conclueions‘
about their abilities (knowledge and skill levels) which are both
incorrect and unfair. Once again, careful preparation prior to
testing is the key to avo{@ing thig pitfall, Test administrators
should practice reading the test directions aloud several times °

during pretest rehearsal, >
5. . Teac}:ing to the Tesgt

It is important to keep in mind throughout the test adminis-
tration that the’major'purpoae of this assessment is to sample
pupil behaviors, and to determine their level of knowledge and
mastery of skills relative to those areas measured by the tests.

The practical vdlue of MAAP results would be greatly reduced 1if

the pupila wvere demonstrating only the memorization of information
and the simple repetition of skills., Using MAAP tests ‘or nectiona
of these tests for academic instruction not only defests the purpose
of MAAP but’'shows rather pbor professional judgmcnt‘concerning
appropriata curriculum practices. o\

A

6. ' Inappropriate Group Size )
, Students should not be tested in groups largar than 40, and
testing should be done in intact groups., MAAP testing is to be

[P
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done in classrooms. In those situgtiens where Open—classroom A

or similar-sized facilities exist,|arrangements-should be made

‘to carry out testing where a group of not more than 40 will be.

tested at a time. . » ‘

) . "~ 7.° Testing in Open Space Classrooms . . -
Because of the special problems involved in testing°in open dbace ‘
“ ' ) classrooms or pods, it is important to eliminate or appropriately” N
| reduce potentially distracting fea@hres, such as unnecessary traffic,
' noise and on-going instruction. The MAAP School Test Coordinator
and the teacher(s) responsible for testing and motitoring should work
togefher to see that MAAP testing cogducted in open space situations
meets all minimum conditions for test administration. > - . N

% - N —
r - e -

E.. System, School, and Cimggroom Level MAAP Responsibilitiea

N " The next three chapters provide explicit descriptions of the MAAP
. responsibilities at the system (Chapter 3), school (Chapter 4), and
. classroom (Chapter 5) levels.’ The detailed nature of these descriphionp ) .
" is specifically designed to assist all‘personnel involvéd in MAAP té clearly
understand exactly what his/her rasponsibilities are and to provide a guide
o for reporting that these responsibilities have been carried out. It is only/”’ﬁ\
B3 by using s ch a format for MAAP that untform testifg conditions can be
assured ac oss testing sites on a statewide basis. _Such uniformity is at
the very heart of the collection of valid test results, thus insuring that

the comparisons made will be fair to all pupils involved. -

y Copies of suggested forms for reporting that MAAP responsibilities at

these various levels have been carried out are presented at the end of each °
& o

‘o

of the respective chapters. : Bo

ty.i
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u,Chapter‘Bx

e

e Svstem Level MAAP ﬁesponsibitifies L

'Ai General o f'- S - S "'“f_ S * .
d The duties and responsibilities of’the SYStem MAAP Coordinator are «ﬁ
speclfled in. this chapter of’ the Maryland Handbook,on the Accountabilityf
Assessment Program, ' ' v _ :
e Tt is the responsibilitv of the System MAAP Coordinator to ensure-
that/hls/her svstemwide testlng program is conducted in conformance w1th

' the,procedures snd polic1es specified in this Handbook

If vour school svstem alreadv has a clearly established mechanism ‘
for carrving out svstemwide testing, that mechanlsm must. be examined to . S -

ensure that the procedures established meet all of the standards, regulatlons, PR

and timeframes established by MSDE guidelines. It must not omit nor - fall _ -jﬁ
- below any of the standards set for MAAP, This Handbook contains examples S
of forms which may be used by ‘the school system for aiding in ensuring -
that the mandated MAAP procedures are .carried out. - 4_ _4 |
If vour svstem chooses to constrUct an adapted version of the: MAAP

Handbook or forms, a copy of the svstem s Handbook must be . forWarded to f‘
< MSDE for approval in writlng of compliance with the standards and- speci- '
fications of the MAAP proeedures prior to February 1, EJ Regardless of the

mechanism selected in apgiven svstem; it is the responsibility of the Svstem

'MAAP Coordinator to communicate to all;particigating»school personnel the

: d1rections and practices to be followed in c0nductinglthat system's MAAP

» testing. . ) , ' s . : ‘
R . The Svstem MAAP Coordinator must be able to. ensure and verifv that oy ?A:
| he/she. has made everv attempt to.orient all School MAAP Coordinators with all T
'phases of the. testing program, The Svstem‘Coordinator has overall SRR
frespon31billtv for the organization, implementation, orientation, and

bverificatlon of MAAP in h1s/her svstem. The Handbook is designed to-

:serve as. the prlmarv resource for these: purposes.

‘ - - L ' .
l/" Send to: - Dr. Richard K., McKay, Assistant State Superintendent

o . Division of Research Evaluation, and Information Svstems
N Marvland State Department of Education - -

.

5
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S fBg; 1Appointment of Svstem MAAP Test Coordinator and Alternate bv
o Superintendent,

5y ,Each Svstem Superintendent will. appoint one person who is reSpon-'
smble to the Superintendent for coordinating all svstem—level MAAP ac- ‘

tda tivities. The Superintendent should also at: the same time appoint an Al-
ternate Svstem MAAP Test Coordinator in the event that- the- regular

System Test Coordinator should become 1ncapac1tated or otherwise unable to

fulfill h1s/her ass1gned responsiblllties. The responsibrlities of the System '

- MAAP Coordin%tor'are described in the remaining ‘sections of this chapt

* The appointment of the $ystem MAAP Coordinator and élternate must RN
~be made by ‘thé. Superintendent on or before- January 15 and nptification V
of the appointment made. in writing to. the Assistant’ State Superintendent

of the Div1s1on of Research Evaluation, and Information Systems and

received on. or before January 20. - T

1)

»

Cc. Procurement of TestslfPractice Tests Answer Sheets, and Related

Test Materials

’

-

. Each Svstem MAAP Coordinator is respon91b1e for procuring a sufficient
number of Iowa Tests of Basic Skills (ITBS) and Cognitive Abilities Test -
(CAI) manuals (locallv prepared or. publisher 8 manuals), test booklets,” | R
appropriate answer sheets, practice tests (third grade onlv), and ""TESTING--

DO NOT DISTURB" signs for testing all pupils in grades 3, 5, 7, and 9.

-H”; ‘A sufficient number of all these items’ and materials must be in the 4
hands of the. Svstem MAAP Test Coordinator on or before Februarv 15._ Even
‘though in some school systems it will be necessary for schools to share
tesgt booklets, the System MAAP Coordinator is respon51ble for the pro- -

curement and distribution of all tests and related materials.

.,

D. Assigging Central Staff to the Assessment Prog am as COordinators,
Trainers, and Supervisors _ , o

; Each System MAAP Test Coordinator'shdmld solelv or together with-
the Superintendent depending upon the authority designated to the test .
cOordinator, appoint other central staff personnel to assist him/her

in orientation, training, and supervisory activities in the system—wide




-MAAP testing program, It mayv be that'different persons will be appointed

'to serve in these different capacities (orientation, training, supervision)

or the- same person or persons may be selected to serve in all of them,

. This will depend upon what appears to be the most. feasible arrangement in

a particular school system, The number of assistants should be kept to

“a minimum since it is alwavs- the System MAAP Coordinator who is responsi-.

ble for and has to vouch for the successful completion of .each of the

svstem—wide activities in the MAAP testing program,

Appointment of all assistants by the System MAAP Coordinator, subject

to the approval of" the Superintendent must be on record.

[
-

E, Distribution of Tests, Answer Sheets,fand Related" Testing Materials i
‘to School PrinCIpalS :

Each System MAAP Test Coordinator is respon31ble for the delivery R
" .
to each school principal of a Sufficient number of copies bf the

ITBS and CAT Teacher s Guide "for Administrationm (or locally preparedv

’}test administration manuals), test booklets,. apprOpriate answer

sheets, pfactice tests (grade 3 only), and "TES “G@— O NOT DISTURB"

A sufficient number of all of these items and materials must be
in the hands of school principals at least two weeks prior to the

»beginning.ofutesting,

’
-

F. Providing‘_ppropriate Orientation and Training for School MAAP

" Test Coordinators and Test AdminiStratprs B i ',.

It is the responSibilitv of the System MAAP. Test Coordinator to
insure that all- School MAAP Test Coordinators in his/her system know-

-the responsibilities that the School Coordinators will have in MAAP.

The - Svstem Test Coordinator should schedule orientation meetings for'

~ all School Coordinators:. Make-up sessions should be scheduled for all

School Test Coordinators until all coordinators have héd the opportunitv
to discuss the roles and responsibilities that they will have in MAAP
This same procedure should te followed for “the training segsions. A

discussion of roles and responsibilities should make- explicitly .clear

: v -
a0
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- the reliability and/or ‘validity of the test data for the sites st;

what materials and services will be provided by. the System meéthcordi— -
nator and what will be the responsibilities of the School Test Coordinator.‘

Both the orientation session and the training session for the School Test
Coordinators should be’ held on or before February 15. o
’ “ The School Test Coordinator should arrange two’ separate preparation

',sessions for all test administrators, an orientation session and a

training session, Details are provided in Chapter 4 (School Level MAAP
Responsibilities) : . o 3 : v

\B$‘, Carrying Out a Program of Testing Supervision to Insure that MAAP .
Guidelinés are Being Followed ‘

Each System MAAP Test Coordinator will ‘be expected to set up a

" ‘schedule by which. system administrative and/or supervisory staff will
visit randomly selected classes being tested during each . day of the
._scheduled testing.l/ It is recommended that these visits be. unannounced

During these-visits the staff member should offer whatever suggestions"”:!
that he/she believes will be helpful, provide the School Test Coordinator .

s

Vand System Coordinatoré’lth requegted information, -and prepare a repo';ff
on ahy observations whiich he/she believes will be useful in determe
Reports of each visit and significant observations should be sent to

’the,System MAAP Coodinator. The System MAAP Coordinator will then .

3
Pl _prepare a summary report on the extent to which the system conducted

]

auditing activities and the extent to which required procedures were
being followed. . - : o ;.fﬁﬁyﬁ

" The System MAAP Test Coordinator will provide all persOns assisting"
in the auditing activity auset of,guidelines to idsure that their obser-
vations are systematically-made and reported. It will be the responsi-
bility of the System MAAP Coordinator to collect and file - the reports

of relevant observations according to the system s plan.

l/ The testing ‘schedule in each district is the responsibility of the
System MAAP Test Coordinator and should be developed within the general
guideline dates set forth by MSDE.

3
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‘ . H. Providing Svstematic Procedures for Collection of Test Results, Test
v Booklets, and Related Testing Materials . ¥

The System MAAP Test Coordinator should make arrangements for all
test results, test manuals, and related testing materials to. be picked
up at each of the schools in his/her system.  These meferials should
.~ . “be,readied for pick-up by the School Test Coordinator. A record df'the
‘ ' materials picked up should be made by the person receiving the materials

at the time they are received. ' The deadline'for éollectionyof.these
materials is one week after congluéion of regnlarly scheduled MAAP

- testing. _ ' . S

. . B : . )

I. Preparing andATransmitting Test Results to MSDE ) . ﬂ?

;By February 1, -each System MAAP Coordinator will receive precise’
instructions concerning the test outcome }nformation being requested
by MSDE. These instructions will also specify the format for reporting

euch information. In no instance will the requested information or the . -

prescribed reporting format be beyond the system's capability.
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- i S ‘ : - Form B-1. : S
’ . ~ Suggested Report
. . . APPOINTMENT GF SYSTEM MAKP COORDINATOR AND ALTERNATE .,
School Sysfem:
' 9 : . ’ . .
E . Cne - e 3
TO: "' ' G o -
(State Superintendent of Schools) .
. ‘ e has'Bean designated by s
s » (Name) ’ o . L. . , . . ‘ R ) ,‘
the undersigned as System MAAP Test qutﬁinato:;. The Al'te'x;n‘ate System MAAP . 5
Test Coordinator s ' T ' o . o
S .
[ o
h 4
L
(Date Mailed) £
7‘“‘ ) (Superintendent of j,échools)
5 ' = .
; (Date Rebeived) ) ' .
. ‘ : ,
e (State_.Supéj;intend_ent of SéhoolS)_ ‘,
) Deadline date for rECeipt of’ not;ification of appointment of System MAAP Test .
Coordinator and Alternate by Dr,J Richard K. McKay: January 130,
) . ¢
- > . 32 ‘ ‘- . 4
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| Form B-2 ~
-Suggested Report :
REPORT ‘OF STAEF ASSIGNMENTS IN MAAP
: School SYStemtﬁ" '
+ 7. ". . i . . . . » . . o 4
° This is to confirm that T, the undersigned have appointed the below
AR SRR named members of the central staff to ‘assume the designated system level 7{;‘
responsibilities in MAAP S 't ', o Lo e
I3 P : Ll:’"\ . Nl e .
A} . ' R - ) . - o [ ¢ . ]
'(% ‘ S o ' _ Type of Responsibility
' ‘Name of Central Staff Member _ Orientation Training Sugervision
. S «‘»'-\i | 3 _—
o
3/: | o ) * : ) » ’ 4‘3 ’

I further confirm that a11 persons assigned test supervision respon-

¢ ’sibilities have been provided with a set of written guidelines designed

*

.~ to systematize'supervision and observation. co : .

o v‘ | - ; v (Date) . > . .

 (System MAAP Test Coordinator)

) , . ., ) SRV . A
. T ' , - (Superintendent)

Deadline for reporting appointments: January 31. This form should be-
~ held on file by the System MAAP Test, Coordinator. ' '

1

33 .




Form'B-3 ~ E -
" Suggested Renort

4 REPORT OF ORIENTATION AND TRAINING
- FOR MAAP SCHOOL TEST COORDINATORS

FROM:

* SCHOOL SYSTEM:

(System MAAP. Coordinator)

A. Orientation Sessions

-

I, ' . » confirm that an orientation meeting(s) . -
(System MAAP Coordinator) . , R A

o

has been held at 2 4 . - 'on J/m
[Location of Meeting(s)] "oy,

-

- and was attended by'all School MAAP -Coordinators
[Date(s) ] :

except those listed below. I further confirm that roles and purposes of

MAAP testing and the responsibilities of the System MAAP Coordinators an8

those of the School Coordinators wkre discussed until it appééred that they

(If for any reason one or more School

were hnderstood by all in attendance:

a

MAAP Coordinators has not attended an orientation session, please list

5 Y
13

o ’

their names below.) ' .




Form B.3 (cdnqinued) S : Co . i ' '  -

B. = Training ‘Sessions

’

'I,.

: ' ' S N conﬁirm that training sessioeg
(System MAAP Coordinator) S e

FEEN

on

. have been held at . -
' - [Location of Meeting(s)]

‘and were attended by all School MAAP Coordinators

[Date(s)]

.-iexcept those whose names appear below. 1 further confirm that the test ‘

o

-administration guidelines and procedures described in the MAAP Handbook

- were discusséd and that participénts had the opportuniﬁy to'ask questions ] |

-

about MAAP testing. (If for any 'reason, one or more School MAAP Coordinators

5 has not attended a training session, please list fheir #amés below.)

-

1. 3. .
. ’ a ' '
' 2' ﬁ N ) 4--
. S ) 4 _ . 5
¢ Finally, I confirm that I have assigﬁed the responsibility for training
the administrators of the tests to each School MAAP Coordinator: Yes__ No .
B v -’ R 4 ' ' .
v (Date) o : . ' s

o

(System MAAP Coordinator)

Deadlihe for holding orientatian and training meetings v for completing
this form: February 15. Thls form should be held on file by, the System

MAAP Test Coordinator. . ' . o




Form B-4 A .
Suggested'Report>

- REPORT OF SUPERVISORY AND AUDIT, ACTIVITIES IN HARP - P

.~ This is to confirm that Ty, - o » and those aPPOinted
’ (System MAAP Coordinator) -

to assist me in supervision and audit dctivities, have made the indicated (}

number of visitations during MAAP testing. The information reported below
also indicates the number of MAAP guideline violations observed during . . Lo

"these visits. : E PR A'” \f e
No. of Classrooms- ' No. of Classrooms
Visited .  in Which Violations

. - Were Observed

1. i : -
w - *-
2.
" 3. )
4. .
\
Total number of classrooms visi{ed' »
- Total" number of 3rd, Sth 7th, and 9th grade classrooms in which MAAP -
: tesfing was conducted in\your system:
s < Comments: (Be certain to describe any observations which you and/or your
4 . ., assistdnts have made which you believe will be useful in establish-
' ing the reliability and wvalidity of test data obtained from the
- h . schools you visited.) ; S
o, . Deadline for completion of this form: one week after the conclusion of all

. MAAP testing in your system. The completed~{gfm_shouldvbe held on file by
) -y the System MAAP Coordinator. '




\' N .: ) .
' Chapter 4

§chool® Level MAAP Responsibilities R
A, General : o SR

o The purpose of this chapter 18 to provide a set of uniform;instructions
and guidelines for the administration of the Jowa Tests of Baaic Skills and

‘the Cognitive Abilities Test in your school, The School Test Coordinator
. should be thoroughly familiar with the purposes and rationale of“the Méryland

-

.

Accountability Aaaeasment Program (MAAP) and with %‘Ze role played by MAAP
5

personnel at the other levels of responsibility‘( te, system, and claserooﬁj

'For this reason, the School MAAP Coordinator is urged to read other chapters

L3

of this Handbook. .
Your school system may choose to utilize its own structure for carrying

out MAAP testing. If so, you ‘will be informed by your Syatem MAAP Coordina—

tor. He/she will provide you with the necessary orientation and written ‘
guidelines. Whether yourare directed to use your ‘gystem's plan or the MAAP,

plan contained in this Handbook, you are respOnsible for insuring and verify—*

.ing that MAAP standards have been met by your school. " This Handbook. contains

those standards and the suggested report forms for verifying your school's
adherence to them, All forms referenced in this chapter, ha&e been placed
at the end of the chapter for reader convenience,

)

B.’ Designation of_MAAPdSchool Test Coordinator'and Alternate by the
Principal’ S ‘ : ) oo

.

Each achool principal will appoint one person who is responsible to |

‘,the ptﬂncipal for coordinating all echool—level‘MAAP activitiesy The prin—

cipal should also at the same time appoint an alternate School Test Coordina~ v
tor in ‘the event of the School Te.st Coordinator should become incapacitated
or otherwisa unable to fulfill his aasigned reaponaibilities. The\apecific
responsibilities of the School MAAP Test Coordinator afe described in the
remainder of the Yellow Section of this Handbook.

The designation .of the School MAAP Test Coordinator must’ Be made by

the principal on or beéfore January 15; notification of the appointment nmust
. ) i . . K

29 . .




. 'similar form has not been developed 1ocally.)

.\)

. 6\\,

s

be made in writing to the School System Administrative Offices (Superintend—
ent ofs Schools) and received on or before January 20. (Use Form Y—l if a

.L\ -D

-

C. aHandling -and Storing Tescsy»Manuals, Answer Sheets, and Relhted Test :

Materials : : , o . " - y
. L - . . ‘1 i .
1. Receiving Materials ‘. . . :

' Each School MAAP Test Coordinator is responsible for receiving,

. checking, and storing a sufficfent number ‘of ITBS and CAT examiners
manuals (locally prepared or publisher's manuals), test booklets, an-
swer sheets, and "TESTING~-DO NOT DISTURB" signs "for testing all pupils
in grades 3, 5, 7, and 9. He/she should also receive the same‘number
of system-authorized practice. téats as there are third grade children
to be tested in his/her school. Each School Coordinator is to procnre

" the- appropriate number of No. 2 pencils for MAAP testing. St

The School MAAP Coordinator is responsible for ehecking and sign-
ing in (vouching for) a sufficient number of all of these items for

. his/her building. . Tests and test-related materials must be in the ‘hands
of the School MAAP Test Coordinator at least two weeks prior to the be-
ginning of MAAP testing. (Use Form Y-2 if a simllar form has not been !
developed locally.) . | - L

J
ot

2. Storing Materlials ., ’ g

. Each School Coordinator is responsible for. the proper storaée and
security of all MAAP tests and materials. The tests_and materials are '
tosbe stored in sealed cartons (baxes) after they have been checked for
correctness of quantity and level/form. All test materials must be

. stored under lock and key wiﬁhin the school huilding. (Use Form Y-2 ot

" a similar locally developed form.)

3. Distribution of Materials
Each School Coordinator is.responsible for distributing only the

number of tests, manuals, answer sheets, and No. 2 pencils .to the teach-
ers (testers) required for each separate testing and make-up session.”

The School Coordinstor will have each teacher (tester) check his/her

38 T N
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O

materials and sign Form Y-3 (or a similar loca11y developed form) for

matérials received immediately prior to each testing or make-up seséion.
' This form should be held by the School Coordinator until the completion

" of all MAAP testing and then filed according to the system 8 plan.

o . . ) Y

BT TON -Collection of Materials

) The School Coordinator is responsible forgcollecting the tests,
manugls, answer sheets, and signs after each testing session .and for- !
storing and securing the MAAP materials. All test booklets and answer

" Asheets must be collected and checked in the same day on which they were

.. distributed. ‘

‘In addition to collecting the answer sheets and test"hooklets after

each testing gession, it is the duty of the School Coordinator to keep a
| record of daily absentees and incomplete tests 80’ that make—up sessions -

can be appropriately scheduled and efficiently conducted. To that end,

it 1is suggested that the School Coordinator identify ‘and 1ist the ab-

sentees by name, claasroom, and grade er each testing session 80

he/she can pull out the proper test bojilets and answer sheets and have
these materials ready for the” make—up session. Form Y-4 may be

T.used for listing absentees and others Who fail to complete all tests.

5. Packaging Materials -

Each School Coordinator is responsible for packaging the MAAP -
qaterials_according to directions issued by the MAAP System Coordinator.
} ‘Bc"sure to keep all MAAP.materials stored and 1ocked_uhti1 they
are picked up byvor delivered to the, System MAAP Coordinator.

PO

\ .
D. Arranging Testing Space, Facilities, Equipment, and Testing Sessions

Each School MAAP Coordinator is responsible for checking to see that
proper conditions are met and maintained during the testing period. Form

~ Y-5 may be used for checking and confirming properztesting conditions.

It is important’ to emphasize that testing 18 to be carried out in intact
classroom groups. Large-~group testing in which‘several classes are b ht

together in a cafeteria, library, auditorium or the like is not permitt

Further, all testing,-timing, and instructing are to be done by the teacher
(tester) in each participating classroom. The use of the school intercom

39




-or PA system is not permitted under MAAP guidelines.

- In order to provide for accurate test timing and also to provide for
in

a minimum amount of disruption to a school's class period scheduling, in-
dividual subtests may be acheduled 8o as to fit as nearly as possible a

. regular class period time. For example, the four (4) ‘subtests of the Language
Total do not need to be given at" one setting but may be spread out over one

o

to four sessions. -

[ LI

Exception: The Reading Comprehension test usually exceeds a regular

‘class session. However, this testrmust be given in one testing session.

‘In administering the Reading Comprehension test, it is recommended that all
grades allow a brief stand-up period for all pupils at the end of 30 minutes
testing time. Each administrator must make sure that the total testing time

.ia exactly 55.mingtes exclusive of the break. - . - :

. - , . : o : /o

-

E. Teacher (Tester) Orientation for Test Administration
School MAAP Coordinatora are to Be assigned the nesponsibility of con-

ducting orientation and training sessions in his/per school ,at 1east two
weeks. prior to the MAAP test administration. Only those school peraonnel
. who have attended both the orientation session gnd the training session may -
administer the testa. Orientation sessions shatld be based on the contents
of the MAAP Handbook. Training sessions should be based on the CAT and:iTBS
Teacher 8 Guide for Administration or on locally developed administration manu-
als, Form Y-6 will serve as the guide for planning, conducting, and report-
”ing the’ scasione for MAAP Orientation and for MAAP Test Administration.
R

‘ F. School-Level Test Supervision
Each School MAAP Coordinator is responsible for carrying out a ayatem—
atic program of gupervision in his/her school. (The School Coordinator may
be assisted in supervision activities.by syatem-level and/or MSDE perponnel

at some point during the MAAP teltinguperiod. The School Coordinltpr must
be available during each test session fto observe and aaaist teachsra,if prob-
“lems should arise. (Form Y-7 will assist the School MAAP Coordinator in
planning, implementing, afid reporting MAAP gupervision activities.)

LY
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“ "hnder.:signed as Schoov;l'. MAAP Test Cpor@vin.atc;)rf for

. Form ¥-1

R : 'Suggested’Repor£51 5f,5.:.f}‘
o ’{DESIGNATIQN‘OFZS%@OQL‘MAAPATEST COORDINATOR AND ALTERNATE

S B . ) K E ~ ) L

' fScth1;S§s§ém?fva: }1;5

. - . oot » . o . S Ty
! . . . . R . e

. o ha"ibeeh désiénéted~by'§he .

ol

"‘:i(écﬁﬁoiblz’ ————

Ihe.élternate\School MAAP Tdst Coordinator is o RGN
' : o : Tt (Name)

-

.

(Date Mailed) T

2. : . 4_. V e ' ' 0

Beos

(Principal) ; . T S e

Date .Receivied:" o 7 o R

<

Signed: . _ " % -

.+ (Superintendent or System Test Coordinator)

N . “a. . S v - : L . ) . > .
Deadline Date for Receipt of‘thificétionfof’Abpqintment bf School MAAP Tesﬁ'}“ﬁ,
' Coordimator: . January 20. This form should be sent to the System MAAP Test
Coordinator, c/o -Superintendent. R y : : o o

.y : . .

Y . P




12]IIEBS‘Answer Sheets ;iefwn,,,.;;;,
Y‘T:iecAT Angwer Sheets ‘
‘Lfi?gPIHCtlﬂe ',lfest:s.~-"‘,'-'f'~ e
v,fL?fIPractlce Test Ans Sheets - —
|9. Testing Signs % VG*"il*'f'f .
'-o;Total NuMber of Pupils to Be Tested~ sfl;;fﬂ-“cff“rf' 5

A S \rj;f.f ;f\;f;.ﬂ-

IR

‘_?‘?::‘ (Sohool MAAP coordinator)

"f ﬁﬁ R f L i placed the materials-listed above in o
(date) e ‘ ST

L R MR These materials are under ?f(k
(ldcation of MAAP materials Within the school) RPN ;
7f lock.and key and are. stored in.sealed cartons.

"p;(SshodliMAAPﬁceordinaCOf)*o:"’

e e

AT A " .

"ftsyéfeﬁ MAAP éédrdinéﬁdr)‘;" o

$~

gfff’;?Li Deadllne Date fdt Receipt py System MAAP Test Coordlnator. February 26.
SO * It is suggested that cartons be xesaaled.with paper sealing tape. '
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oo Fom Y5 -
o L ‘Suggestengeport
] REPORT OF TESTING CONDITIONS
TN . 4’ S School System
5 T N 'ﬁ = School R
S P SR s confirm that the following conditions v
(School MAAP Coordinator) R e S

A' Were met dirring’ each MAAP testing and make-—up session at our school

. = : : — — —
~ CONDITION ', o '-J:‘ I o omECR
| L : j}e ) , '., Yes - No
1. All testing done in'%§assroom groups? o s e .‘. o e e ;s —_—
2. Pupils with known or suspec‘ted vision and/or hearing RS | o
" ' impairments seated near teacher and chalkboard? « v + ¢ ¢ ¢ ——— —
,'3.: ‘Adequate space between seats? . . . . . e e e e e 0 e — —
4. Availability of chalkboard? . . . . . . . e e ey — —
5. Adequate Tdght? v v v v o v e e e e e e e _..............._
| 6. Adequate ventilation? . . . .. ... . e e
7. Comfortable temperature? DI .Vlf.v. C e it . .};;f.. R
’ 8’ Nbise within acceptable ¥imits? .. T O —
9. Provision made. for left-handed pupils? T e

,v“ IUZ€$Sign(s) posted at. classroom entrance—-"TESTING~-

- .
.

DO NOT DISTURB"? . '. s s s s ® " e & e AR e s 0 @ - ‘.

| 11; Availability of suitable timing device? .]._. e e e e
lL2. Rest breaks provided? R R B — _—
13. Time limits strictly adhered to? I I R ___;' t__;
L4 . Beginning and stopping times for each subtest . ' S

rECOrded', - . » . » . & * . . .‘- ¢ . & . 0.0’,l - » [ ] . LI ) P Svi————
15. . Was all-testing carried out in intactbgroups? e e e i N —
. . \ . N A N
: .(Date Mailed) e . o (DaterReoeived)
‘.7; L-é’ "f« ".'f't;, alr ! ) )

i(Schdir;_’

_after conclusion of MAAP Testing..

- (System MAAP Coordinator)

Deadline for receipt of this form by’ the System MAAE Coordinator: 12 days

;°.av | r‘_ | '. .' 38 41(;'




. Form Y-6 B )
' Suggested Report

REPORT}OF MAAP ORIENTATION'AND MAAP ‘TEST ADMINISTRATION TRAINING SESSIONS

. e B School System
| » , ' School K
* T : . . T )
I, ' 3 confirm that the following materials
‘ A _ (School MAAP Goordinator)
. . © and activities were . included in the Orientation to MAAP Teat Administration
‘;held in our sehool on - . . :
. date . -
ORIENTATION'MATERIALS AND ACTIVITIES ’ S CHECK

LY

~Yes No
-}71. 7All“staff'assigned to MAAP testing were present? P ¢ —
2. At least one. alternate for each grade level present? . .. . . — i

3. One copy of Maryland-Handbook on Accountability Asgessment
(distributed to each participating staff member three .
weeks prior o Orientation session?) . ¢ « v« o o ¢ a0 v 4

4. Copy of MAAP Test Schedule distributed to each
participant? LAEER J . - . L4 . . . L » . . L] . . . . » * ® ., . N »

5. Policy and schedule for make~up testing clearly stated
inwriting? ¥ e s 6 8 & ¥4 w8 & w b 0 LI s .. b . & o 0_70 T

6, 'Staff assignments explained and discuased? .‘.-;1, ¢ e ; P

o ;8;F:Glear statement of conditions under which pupils may .
* . ’ L. . be Excused from Caking test? . . s & & o, L] [} ’ . LI l . . ’:‘

]

u»91 Explanation of importance of adhering to standard
' testing procedures and conditions? . .« . « Pe e e e o .

|10, Tnformation distributed on where, when and from whom *
materials Will be Obtainea? ’l « o 6 8 s o s ¥ LI B i‘ . 0‘

bll.‘ Information distributed on packaging procedures and. o
: return of materials to whom, where, afid when? . . « « v o v =

12, Explanation of reasons for ‘close attention. to security
.procedures for receiving, using, and returning test .
materialﬂ? L .. [ | v o L] . & . L] ‘s « [ [ . » L 4 . [ . . v,' i ﬁ ——— -——-—‘—-

C :13;',Eachoteacher received one copy of each test (1TBS and . , Sy
- ‘s "~ CAT), administrator's manual .(locally. prepared or test i
R pnblisher 8 manual) and answer sheet?. e I B I —_— e ]

R LTS Each teacher returned one copy of each test (ITBS and
|~ CAT), administrator's manual (locally prepared or at .test .
pUbliBher S manual) and anmier sheet?. voes e e e _- ¢ e e

7;"Rationa1e for testing progran explained? . . . « . .4. . .';__;e




MAAP Orientation and MAAP Training .

Form Y-6 (Continued) -

1 Y
A

‘\\ v o Attendancélat Attendance at-’
' Orientation . Training, :

Teachers Participatiﬁg,in MAAP Tésting‘ Grade © Meeting Meeting

Name . - "|'Level | Present|Absent | Present}Absent |-

»

1. .
S

!2. R N ‘. N

~ k5

10 i

11.

12.

(Date Mailed) (Date Received)

v 174  |

i

. 2".‘ » - ' b »
{School MAAP Coordinator) C (System. MAAP Coordinator)

Deadline date for receipt of this form will be supplied by the System MAAP

Coordinator: 12 days after conclusion of MAAP orientation and training sessions. -

ST S .
40 | |
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- Form ¥-7

>

Suggésted Report-" |

REPORT OF MAAP TESTING SUPERVISION

. fi . : 'School System __ L
' . School ___ Y .
I, - o _, confirm that the foliowing MAAP supervision -
(School'MAAP“Coordinator) o o S
activities were carried out in our school between L >
. , T ﬂ - (date)
and ____ _ . |
. ' (date) o
’ T . N —CHEcR
ACTIVITY ‘ o : : - Yes No b

3. Were you accampanied by MSDE personnel at’ an§ time

| 4. Wete all teachers observed by you conducting the

1. Was each participating teacher (test administrator)
" observed by you an at least one occasion during each
.MAAP testing ge881on? . . . . v s e v e e e e e e e e e —

2. WEre you accompanied by system-level personnel at '
any time during your. supervision of teachers in ya&;

) BChool? * @ L3 L[] L3 L[] s e ¢ o L3 L[] L3 L[] e @ [ ] L3 L] L3 ‘ [ ] e/ ® 1 ] E— Sv—

during your supervigion of teachers in your school e e— —

4

MAAP testing according to specified guldelines A
and under specified conditions? . « ¢ b ¢ 6 4 b 00w b e 4 e

o

 If your asslstance was required after a testing session was begun, on any
occasion, complete the form below- s .

' . Nature of Problem or Situation . - ‘ Date /

v

.(Datéthiled), , _ _ 3 ; (Dafe Received).'

‘(School MAAP Cbordinator)

(System MAAP‘Coordinator)

Deadline date f6§ receipt of this form by the System MAAP Test COOrdinator~
12 days after conclusion of MAAP testing, , . v

41 4.9 |
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Chapter 5 ’ oo .

Classroom Level MAAP Responsibilities .

L]

A. General , . , _
- v This chapter of the Maryland Handbook on Accountability Assessment con- | -o.l
) tains the ‘specific guidelines for qﬁministering the tests chesen for the
E Maryland Accountability_Assessment Program- (MAAP). These guidelines will
. - be clearer to you if youlhave read the other chapters of this Handbook.

Your major responsibility is to insure and verify that all phases of ‘i}
testing in your classroom meet MAAP guidelines. This Handbook is your.pri~ -
mary resource for carrying out this important responsibility. Your School
MAAP Coordinator will see that you receive all necessary tests, answer sheets,

-and related materials. - He/she will inform you about MAAP orientation and
training prior to the testing dates. . - -

. Make no assumptions about MAAP testing simply because you have adminis-
tered tests before--even if you have used the ITBS and/or CAT. You must
prepare yoursélf in every detail for MAAP testing. If you have administered
standardized group-tests before, you already know that the most crucial part
of the test administrator's task is td besorganized, informed, and confident.

~This Mpink" chapter of the Handbook is designed to assist you in meeting yonr
'assigned MAAP r sponsibilities. . . ’
B. Becoming Famlilidy With MAAP Guidelines ’(
7 Each classroom teacher who will be administering the ITBS and the CAT
'fasja part of the MAAP should have his/her own copy of this Handbook. It
"should‘be read in its entirely, with particular attention being given to

this chapter., The pink report forms that appear at the end of this chapter
v should also be examined quiteicarefully. Only by having read and tholight
o about the contents of this Handbook will you be prepared to solicit needed ;
e information at the time of your orientation and training sessions. The in- |
' formation contained in this Handbook and that presented at the orientation
and training sessions will serve as the basis for answering many student

questions about testing that‘will.ariee'prior to and during MAAP tedting.




. P
v i

C. Participation in Appropriate Orientation and Training Activities -

Coordinated by the School and/or System MAAP Test Coordinator :

‘Every teacher who will be involved in MAAP testing, without exception,

should attend an orientation session and a training session scheduled and
conducted by the School MAAP Test Coordinator. At the orientation session,
the teacher will ‘be presented with the rationale’for and policies of MAAP,

'Chapter-l of. the MAAP Handbook will be the primary resource for the orienta-
tion session. The primary resource for the training session will be Chapters
2-5 in this Handbook. For these reasons, each teacher should make tertain
that he/she has received a copX of this Handbooh and a copy of the MAAP test
-schedule at least one week prior to the orientation session. At the train-

. ing session, the teacher should note the importance of "adhering to standard
testing procedures and conditions. A discussion of specific responsibilities
should lead to a clear understanding on the part of teachers as to how, when,
and to whom tests and testing materials are to be returned. The discussion
should also lead to a clear understanding of the conditions under which a
student may be excused’from taking the test. _The critef’a for excluding
untestable pupils are listed in Section H of Chapter 1.

One of the most important functions of the training session will be to
provide instructions and'training relative to the actual administration of
the ITBS and the CAT. For this aspect of training, each teacher~ehould re-
ceive one copy each of the ITBS and CAT Teacher's Guide for Administration
(or a locally prepared‘manual)aand appropriate answer sheets. During the
training, teachers should read over all instructions which apply to those:

' subtests of the ITBS and CAT that will be administered as a part of the MAAP,

A1l teachers should have the opportunity to study and become thoroughly
familiar with the instructions and procedures relating to the administration
of Ehe tests., o | . '

Some school systems will have prepared their own manuals for test ad-
ministration; So long as these manuals do not in any way prescribe condi-
tions and procedures which deviate ‘from those in the test publisher's ad-
ministrator's manual, Teacher's Guide for Administration, these locally

prepared manuals may supersede the published manuals.

The orientation session should be scheduled not mome than 21 days nor
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.fewer than 14 days prior to the first day of'regularIy’scheduledﬁfesting.
The training session should be scheduled nat more than 14 days nor fewer .
" than 7 days prior to the first day of regularly scheduled testing.:(

-
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“* D: Receiving, Distributing, Collecting, and.Maintaining Security of A1l
‘Test Booklets, Ansver Sheets, and Related Testiné‘Materials

LIS

e ReceivingﬁMaterials O . - » -~

\

- Each teacher should receive from the School MAAP. Test Coordinator
enough test booklets, answer sheets, ahd No. 2 pencils for each pupil
being tested in his/her classroom. The teacher should also receiveA .
locally prenared or publisher's administEation manuals and a "TESTING--
DO NOT DISTURB" sign. After these maé&rials have beennreceived and
checked, the teacher may be. asked to sign the School Test Coordinator's
Form Y—3 or a similar one, 1if such a form is used. These materials
N - should be received the day in which'they are to be used. They should

NEVER be received prior to the date of the scheduled testing and should
be returned after each day's testiné to the school ﬁAAPfcoordinator.

»

2. DistributingLMaterials

Each teacher is responsible for distribution to each student those
o ﬁaterials, and. only ‘those materials, specified in the locally prepared

or publisher's manuals for the test being given. No student should be

given more or fewer.items than called for in the'manual; and no excep-

»e

tions should be made.J ,

3. Collecting Materials '

- Each teacher is responsiblé for collecting from each student those

materials used by the student for the.just—completed test. Any missing

materials should be accounted for before any student leaves the classroom.

¢ 4. Maintaining Security of Test Materials ) ‘G,
Test materials should be received by the teacher on the day of _

testing. ITBS materials should be returned to the School Test Coordina—
tor on the day ITBS testing is concluded. The same procedure shouldvbe
followed for CAT testing. Neither teachers nor students should keep ;
test materials in their possession except during the regularly scheduled N

i
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: testing period;SHAt'the heginning'of each'testing session, teachers -
" correctly and that students names ‘have been properly recorded.

. the appgppriate materials will be confirmed when the School Test Coor—'

 is used. The School MAAP Coordinatof will also collect a daily report

should check to make certain that students are marking answer sheets
Upon ‘the collection of test booklets ,and answer sheets, ‘return of . -

dinator records the quantify of test: booklets and the correct quantity

of answer sheets and signs Form Y-3.or a similar one, Af such a form T

3

of absentees and incomplete tests (see Form P-1).

@

'l. ' Preparation of Students

involved. All third grades will be adminigtered a practice test approxi-

- be just as much at ease on the day of testing as he/she is on other

. als will do much to help the teacher answer questions and to feel com- .’

Preparing.Stﬁdents and the Classroom for Testing o )

Teachers -should explain Ro sﬁudents ag succinctly as possible the
reasons they are being tested and what uses will be made of the results.
Evidence suggests that- students do not respond’ favorably;to lengthy,
detailed explanatidns however accurate they might be. Whatever explana-_
tion is offered‘ it should be presented a few days prior(to the begin-
ning of testing Time should be allowed and teachers should be prepared

to arswer students' questions about‘the testing in which'they will be

tely one week prior to the actual MAAP testing. These'practice tests
will be distributed by the School MAAP Coordinator.
One of the most important factors affecting the studentq psycho-
logical readiness for testing is the teacher's preparedness and confi- .
dence which is manifest in the testing situation. If the teacher can

days, this will do ﬁuch to insure reliable and valid results. Being
completely familiar with the contents of the Handbook and that of the
publisher's Teacher 8 Guide for Administration or locally prepared manu-

fortable and confident at the’ time of testing. ‘
In preparing students psychologically to take the test, the re~ .
lationship between their effort and the results should be.discussed. -

Too, the significance'and planned uses of the results should be eiplain—

- .
)3 _ :
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‘taking he teBt.b

~ . -

The task here is to establish the propeg paychological set for'

‘tes ng sesaion, the teacher ahould say:

P

The Iowa Tests of Basic Skills ahow how much you»know
: about reading, writing, math, vocabulary, correct Eng—
lish, and spelling.” S .
"This class takes theBe tests for some other very im-
portant reasons. First, the tests will help me (Your
teachérs) help you improve those skills which need im- -
- proving. Second, these tests will show how the (third,
fifth, seventh, minth) grade(s) im our school compare(s)

In addition to dchussing other features of the ITBS -

.are in the s

«grade.

The tests will not be used to

with Btudentzz;n other schools and in other States who

‘show how ybu'compare with other students 's in this class -

Yor in this gchool.

Third, "each time you take these

tests ih later grades, it will help you tell how much
you have groWn in these akilla since the.1aat teating )
period."” .

"It is very important that you do your best on these °
tests. Otherwiae, they won't really show héw well you

can do. So make the tests give a true picture of your—~

gelf by doing the best that you can on each one." T
"Does anyone have any questions?" . ! ~

.

Prior to the CAT testing period, the teacher ghould gay:

‘ "The Cognitive Abilities Test shows your ability ,to do

well in your school work. The test tells you and your

‘teacher(s) how well you think.. It is important to find

out how well you do on problems that are drawn in fig~ ™

ures and dliagrams. Thhe helpa teachers to know more Ps
. about helping you learn. . : ' !

"There will only be one testing sessioh since this test

is shorter than the Iowa Tests of Basic Skills. Do your

best and try hard.to make the test show your true abili-

ties. -You will not be compared with your classmates, . ’

We want to find out how students in this grade compare

with students in other dchools in this State and in other

States.'f * :

"Does anyone have any questions?"

The practice

Ui
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.test~taking session for the third grade atudenta;will"
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Pfects of stray or inappropriate marks.A The teacher might well

£ ted for extended periods of t1me.' 0bv1ously, these efforts need
J#
to be within the general guidelines prescribed for administering the
specific testg., w R - 'g?f !

2. Préparation of Classroom for Testing

It is the responsibility ‘of ‘the classroom teacher to evalﬁ%te the‘
‘conditions of the classroom in which the test is to be administered.ﬁ
>Spec1f1c attention should be directed to the amount of space between”
,the seats, the temperaéure of ¥hg‘room, the lighting in the room, and .
noise level in the room. If these and other conditions believed impor—’
tant are not sat1sfactory, the teacher should contact the School Test
Coordinator. - In this event, the School Coordinator will have to decidef‘
'if the conditlons can be made satibfactory, orgif a satisfactory test-
ing site can be.arranged, or if the test will have to be_rescheduled(,
- In fairness to the'students,‘testsnshould never.be_administered unless
all conditions are considered satisfactory. , . ,

Teachers may choose to use Form P-2, ‘Timing Sheet for the ITBS, »‘,
to assist them in maintalning accurate testlng times for the ITBS sub—
tests. The use of this form is optional and is not intended for pur-
poses of transmlttlng information.‘yi

If the teacher reallzes that for any reasons a timlng error has o
occurred, the School MAAP Coordinator should be notified. The nature

of th1s error should be described and' %@ affected sdbtests identified.
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- ’ ¥ OPTIONAL REPORT » | S
SO | | " Form P-2 - :
| TIMING SHEET FOR ITBS
' Subtest . | Starting Time: _ﬁ ﬁWOrking-Tf@e ‘ - Stopping Time:
Vocabulary , L . ¥ 17 minutes -
Reading ‘ - . ' ; : s . '
Comprehension D : +. 55 minutes = G C- ’ - }
Speiling . g ' o+ 12 minutes =
* | capitalization 4+ 15 minutes ' =
?dnctuation . : + 20 minutes @ = .
Language Usage " 4+ 20 minutes =
Math Concepts 4 + 30 minutes =
|Math Problem . . . '
Solving - v o+ 30 minutes =
t ( /
: _
£} " .
ﬁ;‘_;&"




